+ | QrémaryFamilyCaregiver

UserGuidefor Direct DepositEnrollment as omugust 2023

Introduction

Aspartofthe £ ! BRragramof Comprehensivéssistancdéor FamilyCaregiver§PCAFCyou
may be eligible for a monthistipend paid directly to you as the Primary Family Caregiver.
Onceapprovedto receiveamonthly stipend,youmaycomplete+ ! DigctDepositEnroliment
LINPOS&a UKNRIAK ! Qa 2S0F2NNO

This User Guide walks you through how to comptéee enrollmentprocess. Prior to starting,
please havgourd | Y Jaf&iyouraccountnumber,andyourrouting numberreadilyavailable.
If you are updating a previousenrollment, pleasehave your previouso I Yy hafh@, account
number,and routingnumberreadily availableas well. Youwill alsoneedaccesso an active
emailaddressthat is different from the Veteran's emailo complete the Webform.

2 K| {inTBisUserGuide

In this guide yowvill find a visual walkthrough of the required steps for completing the
Webformto getsetupfor DirectDepositEnroliment. After the Webforminstructions, there is a
Frequently Asked Questions sectimtiowed by aradditionalresources section if you néele
more assistance.

As you navigate this Guide, the green boxes on the images are used to draw your
attention to wherethe instructionsare listed on the computerscreenor Webform
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Direct DepositEnrollmentc TheWebform IsasEasyasA B C!

+ | WabformDirectDepositEnrolimentprocesss brokendowninto three partswhichare
covered in part A, B and C belowhese parts must be completed in that sequential order.

G! ¢ A& T PoMNicesOeYTarnd you will need to set upumeaccount.
A Governmententities suchasVAhavepartneredwith ID.meto protectdza SideAtifes.

When you create an ID.me account, it isree-time effort and will be used every time

you login to the G@stomer Engagement Portal (where the Webform is located).

G. & Aa OneNdus& dplygudD.me account, log into the Customer

B Engagement PortalAs part of logging in, you will need to authenticate who you are,
and having a smart devige.qg., cell phone) that can receive text messages may be an
easywayfor youto dothis. If youcannotreceivetexts,aphonecallwill do. Evenafter
establishing your ID.me account, you will need to authenticate who you are every time
you need to accegbe VA khancial Service Center (FSIZistomer Engagement Portal.

& / igfor CustomeriEngagemenPortal. Onceyou authenticateyourself,youwill be on
( : the VA FSC Customer Engagement Portal site where you may now complete the
Webform

Nowthat youknowwhatto expect,f S gefstarted!

BR- N
Y N &
\

Did you know? — The Department of Veterans Affairs (VA) has partnered with ID.me to verify VA
users requesting information online. ID.me provides secure digital identity verification to
government agencies and healthcare providers to make sure you are you—and not someone
pretending to be you.

ID.me’s next-generation identity platform meets the highest federal standards for online identity

proofing and authentication.
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ID.me

First,createan ID.meaccount. If youalreadyhavean ID.meaccount,goto the nextsectiong
B, Loginto the CustomerEngagemenPortal.

A SetUp for your ID.meAccount

Things you will need to get started:

1) Accesdo the webthroughapersonakcomputer/laptopor smartdevicesuchasacell
phone or tablet.

2) AGovernmeniDsuchasyour state R N& dic@ris&lfelD.meaccountcreation process
mayrequire information from your GovernmeniDand askyouto uploadimagesof that
ID tothe ID.me website.

3) Thesite mayalsorequireyouto submitad & S fpHotb & part of the accountcreation
and identity verification.This selfie photo will also be uploaded to the ID.me website.

Timeto complete: Creatingan accountmaytake 10to 15 minutes.

1. OpenyourGoogle Chromer Microsoft Edgewveb browserandgoto ID.me(https://www.id.me/) to
createan ID.meaccount These web browsers are known to fully supp®.me and the CEP.

2. SelectSign i (upperright-handcorner). Thenselectd / NBhID.iGel OO 2 dzy (i ® ¢

|DH’E Shop Government Rx jobs [El Help Centel

Savemeney v Accessbenefits & services v Gettoknow ID.me Partner with Dme

ID.me

Signin toID.me

New to ID.me?

Create an ID.me account

3. Complete the ID.me accounteationprocess.

ID.me

Create an ID.me account

Q. Ifyou already have an ID.me acco
create a new one. Sign in to your.

*Indicates arequired fiold

Email*

Enter your personal email address
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https://www.id.me/
https://www.id.me/

Note: As the ID.me site is not a VA site, this Guide does not include the remaining ID.me
account creation steps or images from this point on. Oncegeate yourlD.me
account, continue td, Login to the Customer EngagentePortal

B Loginto the CustomerEngagemenPortal

OnceyourID.meaccountis establishedyou are readyto accesshe CustomerEngagement
Portal (CEPWith your ID.meaccount credentials.

Thingsyouwill needto getstarted:

1) Access to the web through a persomaimputer/laptop or smart device such as a cell
phoneortablet. If youdo not haveacellphone,youwill needaccesgo aregularphone.

2) YourlD.melogin information (the emailaddressusedto createyour|D.meaccountand
password).

Timeto complete: Loggingn maytake up to two minutes.

1. Goto the CustomerEngagemen®Portal: https://www.cep.fsc.va.gov/

2. Onthe CustomerEngagemen®ortal Loginpage,/ f A O1 (G KS d&[ 2 3 AVgndlor 6 dzii G 2
Account Setup and Update§ S | R S NJb 0b2GSY 52 y20i OtA0] 2Yy
button as it will direct you to the part of the Customer Engagement Portal for that activity)

Customer Engagement Portal

Vendor Account Setup And Updates Claim/Invoice Status

We now have a modernized webform (VA10091) to establish/Updated your VA This portal is a recenciliation tool for providers and vendors to verify the status
vendor records. of claims and run payment reports.

To get paid for goods or services, first set up an account with VA. We are accepting access request from SAM.gov registered companies (System

. o ] . for Award Management).
Log in te request access to your company's information or to submit a Vendor 9 !

file Form (VA10091).

Contact

[ 1-512-460-5380

i Email Customer Engagement

3. Oncethe ContinueLoginProcespopupappearsclickd 2 y G A y dzS ¢
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https://www.cep.fsc.va.gov/

Continue Login Process

You will now be directed to AccessVA to sign in. You will
then be redirected to CEP.

| Continue [REERY
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4. TheAccess/AHomepagefor the CustomerEngagemen®Portal (CEPill appear. Onthis
L3Sz & HmsOXNiIyi KBY g Adpon.i KS L5dPYSE

< C ® o} ps//eauth.va.gov/accessva Bis A 'S ® . e P & Q = @ 9

] VA Bookmarks VAForms [9 Customer Engagem... [ Volume |- General.. @b Helpful Links - FSC [ DMS Application La > | [F) Other favorites

U.S. Department
of Veterans Affairs

AccessVA Home | About AccessVA | Contact Us

Customer
FS Engagement
Portal

Choose a secure VA Partner to sign into Customer Engagement Portal (CEP):
Don't have one? Register for a Sign-In Partner or Learn More

Sign in with Sign in with Sign in with
o
CAC DoD CAC Card VA PIV Card & ID.me

Select another
VA website

VAHOME | PRIVACY FOIA
U.S. Department of Veterans Affairs | 810 Vermont Avenue, NW Washington DC 20420

14

5. TheSecureLoginRedirectwill appear;selectd OO S LJi €

U.S. Department
of Velelrramttai

? U.S. Department

Veters airs
AccessVA Home | About Access AR AL

Customer
Secure Login Redirect
Portal
You are being sent to a secure webpage on the ID.me website to register

Choose a secure VA Partnd ©r 1og in to your account. After you log in, you will be sent to Customer
Don't have one? Register f Engagement Portal (CEP).

sign sign in with
q’ CAC DoD €/ By continuing you agree to the terms of VA m use. ID.me

Select another Cancel
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6. Completethe Signin to ID.meprompts(6a 6c¢.)

6a. Enter yourEmail Passwordand 6b. Select your identity verification method
click Sign in (i.e., Textme or Callme) andclickContinue

SignintoID.me IDme + @

New to ID.me?

Create an ID.me account
COMPLETE YOUR SIGN IN

Email ! {2 ] :

Enter your email address Receive o code by phone
Password & Q
Enter password
Textme Callme
- You will receive a code at the following number
Sign in
l @ () 233

Forgot password

OR If you've changed phone numbers or carriers from
when you previously set up multi-factor
‘ authentication, please update your settings here.

[ in

[a)

View more options

6c. Enterthe verificationcodeinto ID.me andclick Continue After successfwerification,
ID.me will return you to th& A Customer Engagement Portal

10:52 & & Rl |

< 95246 L Q ID.me +

9 Your |ID.me
verification code is COMPLETE YOUR SIGN IN

ant share it. @
Anyone asking TOTit
stealing your identity.

Enter the code we sent to (¥**) ¥**.%233

2:07PM

Enter the 6-digit code *

(EXAMPLBNLY !

Didn't receive it? Resend my verification code

If you've changed phone numbers or carriers from

lD.”.e + when you previously set up multi-factor

authentication, please update your settings here.

Continue
You are now returning to

Department of Veterans Affairs

WhatisID.me? | Terms of Service | Privacy Policy
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C Welcometo the VAFSCCustomerEngagemenPortal (CEP)

Afterloggingin throughD.me, the CustomerEngagemen®Portal home pagewill appear. On
0KS K2YS LI VBESCtventdr FISFainKeSdzial 2y G2 &dF NI & 2 dzNJ &
Enroliment.

Things you will needo get started: Your current banking information where you want your
stipend payments to go to. If this is apdate to a previous VA Direct Deposit enroliment, you
will also need your previous bank account information used on your previous Direct Deposit
Enroliment.Youmayneedto callyourpreviousbankto getthisinformation. Again,sinceyou

must complete the form in one sitting, we strongly recommend having your banking
information (i.e., bank name, account, and routing numbers) readigilable prior to starting.

Timeto complete: Completinghe Webformshouldtake 5to 20 minutes. Onceyoustartyour
form, you cannot save your progress or information to return to the form later.

1. Afterreadingthe AuthorizedUseOnly, clickdd ! I NB S €

U.S. Department

7/ of Veterans Affairs

A Authorized Use Only

VA systems are intended to be used by authorized VA network users for viewing and retrieving information only; except as otherwise
explicitly authorized for official business and limited personal use under VA policy. Information from this system resides on and transmits
through computer systems and networks funded by the VA. All access or use constitutes understanding and acceptance that there is no
reasonable expectation of privacy in the use of Government networks or systems. All access or use of this system constitutes user
understanding and acceptance of these terms and constitutes unconditional consent to review and action including (but not limited to)
monitoring; recording; copying; auditing; inspecting; investigating; restricting access; blocking; tracking; disclosing to authorized
personnel; or any other authorized actions by all authorized VA and law enforcement personnel. Unauthorized user attempts or acts to

* Access; upload; download; change; or delete information on this system
* Modify this system

* Deny access to this system

* Accrue resources for unauthorized use

* Otherwise misuse this system are strictly prohibited

Such attempts or acts are subject to action that may result in criminal, civil, or administrative penalties.

2. Clickthe d&vendorFileForne button. (Note:Donot clickonthe Registetbutton as
registering is not required to complete the Direct Deposit Enrollment process.)

A Home Welcome to the VA Customer Engagement Portal!
© General Info

@ Contact Us

t Portal is & reporting tool for VA Medical Providers and Commerc

Vendor Account Setup and Updates. Claim and Invoice Status

To get paid for St 581 UP 3N ACCOUMT With VA, We now have 3 modemized wetom (VA10081) to This portal is iation 100i for ProvidErs and VENGGrs to Venfy the Status of INvaices, ciaims and run payment
estanish and 001 fecons. Teports.

<5 requests from SAM gow registered companies
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TheVendorFile Formpagewill openwhere youwill beginyour DirectDepositEnroliment. This
Enrollment ha$ specific sectiong 1. Tax ID Information2. Payee Information3.

Address/Bank Information4. Add Authorized Representative Contact/and5. Review To

track your progress, the form highlights the stage you are in with a visual reference at the top
of the screen.You may go back to any previous section at any time by selecting the section
name;however,you canonly progresghroughthe form asyou completeeachof the sections.

Sectionl ¢ TAXID Information

1. Enteryour TAXID or SocialSecurityNumber(both are 9-digit numbers) 0

and then reenter it again in the free text field§Note: Click on the TAXID Infsitistion
aSeSoltfé Ay (KEedidN&iBwwh& polentered®)f|R_A T &2 dz

\ U.S. Department

H€)) ofVeteransAffairs ~ Customer Engagement Portal

A Home Vendor File Form ~

© General Info 0
@ Contact Us TAX ID Informatior

Welcome £ | & S\ndes,
To get started, please enter your 9-Digit legal identification number registered with the IRS for the account you need to Add or Update

in the VA's Financial System in the fields below.

Tax Identification Number/Social Security Number «
Re-enter TAX ID/SSN «
Request Type «
New (If you are a new vendor, First time registering in the Financial System or Adding a new location, Select New)

D Update (If you are an existing vendor, updating an existing file in the Financial System, Select Update)
Is the account that you are adding or updating registered with SAM.gov? () «

Yes No

2. Select the appropriat®kequest Type either Newor Update. Unless you already have an
active VA vendor record (completed this process previously either online or through the
paperpdf VAForm10091form), selectNew. Note: If you are updatingbanking information,
address, first/middle/last name or SSN/ITIN, seldgtate.

3. Forthe questiond lth& accountthat you are addingor updatingregisteredwith{ ! a @32 @¢ 3
unless you are a SAM.gov vendor, selat If in doubt, seleciNo.

4. ClickNext

Tax Identification Number/Social Security Number «

---------

Request Type «

e New (If you are a new vendor, First time registering in the Financial System or Adding a new location, Select New)
Update (If you are an existing vendor, updating an existing file in the Financial System, Select Update)

Is the account that you are adding or updating registered with SAM.gov? (3) «
Yes @ No

UEI &




Section2 ¢ Payeelnformation

Payee Information

1. Selecthe drop-downboxunderPayeeTypeandselectéCaregive® éNote:Previouslywe

allowedthea St SOUA2Y 2F AGLYRADARdAzZ ¢ 6KAOK USOKYAC
more accurate.)
Vendor File Form [ I
e - 4 |
TAX ID Information Payee Information Address/Bank Information Add Authorized Representative fontact Roui
Payee Type () =
Payee/Vendor Information belect... v ]
Pavee Tvoe (7) * Medical Provider
Select.. Utility
Individual
Foreign
Payee/Vendor Name (3 « Commercial/ALAC
 Caregiver

Veteran
Vocational Rehabhilitation & Employment (VR&E)

2. Afterselectinghe PayeeType enteryourlegalfirst andlastnamein the Payee/Vendor

Namefield.
Skipthe DoingBusines#\s(DBA field.

w

4. Thenextfield isNPI(NationalProviderldentifier). Youmostlikelywill not havean NPland
will leave this field blanklf in doubt, leave it blanklf you have one, enter your NPI.

5. ClickNext

Payee/Vendor Information

Payee Type 3 =
|caregiver v

Note: Individual care givers fo provide their legal name
instead of Company name

Pavee/Vendor Name (7) «

<Your/Caregiver name - Not the Veteran>

NPI (2
1234567890
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Section3 ¢ Address/Bankinformation

Address/Bank Information

1. Completethe CurrentPayeeMailing Addresshy enteringyour AddressCity, Stateand Zip
code fields.(The VA respects your privacy and VA does not intend to use your address

other than for payment or to verify youdentity.)
Scrolldownto enteryourbankinginformation.

If the BankNameisincorrect,you mayeditit; otherwise,skip.

o s

EnteryourBankRoutingNumber. Thiswill auto-populatethe BankNamefield.

Enter your BanlAccount Number* To ensure accuraciRe-Enteryour Account Number

(*Pleasenote, if youuseapapercheckfor reference,usethe AccountNumberonly andnot

include the check number as part of tAecount Number)

ISk

7. TheNotesfieldis optional. Addnotesasneededor leaveblank.

Selectthe appropriateAccountType. If in doubt, selectChecking

Current Payee Mailing Address

Address Line 1+
123 Sesame Street

Address Line 2

City » State « Zip «
New York NY v [[11754

Current Payee Bank Information

Routing Number + Bank Name «

043000096 4 | PNC BANK NATIONAL ASSOCIATION

Accaunt Numhar Ra.anter Accatint Niimher

<No Check #> R

Accannt Tune

Checking()_Savings

8. ClickNext
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Add Authorized Representative Contact/s

Sectiond4 ¢ Add AuthorizedRepresentativeContact/s

Adding an Authorized Representative is OPTIONAL!

As the form indicates, aAuthorized Representativés a person who you are authorizing to

represent you (and should be someone you know and truSt)ce designated, this

representativeis authorizedto changeyour DirectDepositEnrolimentinformationto include

@2dzNJ oLy 1Ay 002dzy i AYF2NXIFGAZ2Y OGKIFG A& adz2N
vendorfile). Pleasenote, this doesnot authorizethis individual(s)}o updateyourVArecords

GAOK GKS +SUGSNIyQa . Sy ST RCaegiveRUppgriPIogradd. G A 2y 2 N.

1. The top portion of this form will aut@opulate with theFirst Name Last Name, Email
AddressandPhoneNumberyousharedwith ID.measyou are automaticallydesignated
as your ownAuthorized Representative (Note: If youremail is incorrect, you must go
to ID.me to correct it.)

2. AddyourOfficial Title (e.g.,Mr., Ms.,Mrs.,or Dr.).

3. If youdonot havean AuthorizedRepresentative clickNextandyouwill be takento the

next section of the process and may skip the reghefinstruction in this area.
\Vendor File Form Qo

| z ; o

TAX ID Information Payee Information  Address/Bank Information Add Authorized Representative Contact/s

Authorized Representative Contact Information

A person authorized to change banking or address information en your behalf.

First Name* Last Name *
First Last

Official Title » Email Address »
Mr.

Phone Number » Fax Number
51291131111

o Add Additional Contact w

4. If youdohaveanAuthorizedRepresentative clickthe + AddAdditional Contact

5. Enteryour Authorizedw S LINE & S ififorinatidn ¢ he&xaquiredfields (FirstName,
LastName, OfficialTitle (e.g.,¢ Mr., Ms.,Dr.),EmailAddress and PhoneNumber) for
your designatedduthorized Representative

6. Repeathis procesdor everyAuthorizedRepresentativeyouwantto designate.

7. ClickNextwhendone.
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Review

Section5 ¢ Review

Allthe informationenteredin the previous4 sectionswill carry overto this Reviewsectionand
should be reviewed for accuracy (typos) prior to submission.

1. Toreviewthe informationin aspecificsection,clickthe carrot or sectionnameto be
reviewed. This will expand the data captured in this section.

2. If anyof the informationisincorrect,gobackto the appropriatesectionby clickingon
the section heading at the top (form progress numbers) or clickBihekbutton.

3. Ifthe informationenteredisaccurate reviewthe certificationstatementat the bottom
of the page.If you agree to the statement, select the checkbox next to the statetme

4. Whendone,clickFinish

Once the page accepts your submissio@ase Numbers generated for the transaction.
9ELISOG (2 NB OSFsGSustdbmErSEhNortDoNotREPWEVEgaS A (1 K & 2 dzNJ
Case NumberPlease allowp totwo weeksfor the FinancialService<enterteamto
processyourtransaction. Youshould expect another email from
OFSC.CustomerSupportDoNotReply @vadgtting you know when your Direct Deposit
OYNREEfYSYyld Aa OdWLI SGIS oawSazf SR
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